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Converting Word documents into PDF

e Documents which you want to share should be converted to PDF before you upload them
e Microsoft Office(2007 and Higher) allows you to save Word documents as PDF files
e If you have an older version of Microsoft Office, you can use a third party PDF creation tool to create the file

Using Microsoft Office Using a Third Party Program
1. Open the Word document in Word (Word 2007 and Higher) 1. Open the Word document
2. From the File menu, click Save As 2. From the File menu, click the Print option
3. From the Save as type drop down choose the PDF option 3. From the list of printers, select the name of the PDF conversion

program installed on your computer
4. Click Print and type in a file name you want to save the file as
to complete the process.
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4. Click the Save button to complete the process.




